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SIM Dojo Overview
What is SIM Dojo?

Seamlessly integrated into our suite of eProcurement solutions, SIM Dojo is designed to
support fast-paced and effective supplier onboarding. SIM Dojo allows organisations to
customise their onboarding processes to ensure that all team-members receive all
necessary information from vendors, as well as having total visibility and auditability of their
onboarding status.

Due to the flexibility of SIM Dojo, not all organisations will use every available feature and
not all users within an organisation will be required to carry out the same tasks. This guide is
designed to cover all basic elements of utilising SIM Dojo to onboard suppliers, however
please be aware that not every section will be relevant to all. For advice on setting your SIM
Dojo account up from scratch see our ‘How to Configure your SIM Dojo Account’ guide.

Figure 1.1 - The SIM Dojo onboarding process

Getting Started
Creating your Account

If your organisation hasn’t already set up an account for you, you can sign up as a host by
going to https://secure.marketdojo.com/signup and answering a few quick questions.
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Figure 2.1 - Creating a Market Dojo account

Once completed you will receive an activation email. Click on the link to activate your
account. After activating your account you will then be taken to your dashboard and your
sign up has been completed.

Logging In

Once your account has been set up you can log in at https://secure.marketdojo.com/login.

Figure 2.2 - Logging in to Market Dojo
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Accessing SIM Dojo

Once you have successfully logged into Market Dojo, you will initially be brought through to
the Market Dojo Dashboard:

Figure 2.3 - The Market Dojo Dashboard

To access SIM Dojo click on the “Supplier Onboarding” module which will be found in one of
the two locations shown below:

Figure 2.4 - Accessing SIM Dojo option 1

Figure 2.5 - Accessing SIM Dojo option 2
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Once you have accessed the SIM Dojo onboarding module you will be able to view your
onboarding dashboard, invite suppliers, approve suppliers and review any outstanding
actions you might have.

Inviting a Supplier to Onboard
Adding a New Supplier

To invite a supplier to complete the onboarding process, simply click on the Participant
Summary Tab and go to ‘Add New Participant. A popup will then appear with a number of
tabs for you to work through from left to right.

Figure 3.1 - Adding a new participant

Tags (optional depending on organisation’s process)

Depending on your organisation’s process, the first tab you will complete involves
categorising the supplier. The decisions you make here will determine which questionnaires
the participant will receive and / or the approval process that will be assigned to them. Tag
categories with a red asterisk are mandatory and those without are optional.

Figure 3.2 - Categorising participants
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Custom Fields (optional depending on organisation’s process)

Custom fields are used for reporting. Again, some may be mandatory and others optional. In
some cases there may be duplications between the custom fields and categorisation tab as
the information is used for different purposes.

Figure 3.3 - Assigning custom fields

Questionnaires

On the Questionnaire tab, the questionnaire(s) that the supplier will receive are selected by
ticking the relevant box(es). Where tags have been applied to the supplier, the
questionnaire(s) will be auto-selected and cannot be removed, however it may be possible to
add additional sets of questions depending on how your organisation’s account has been set
up.

Figure 3.4 - Selecting questionnaires

Assigning Responsibility

On the ‘Assign Responsibility’ tab you will select the owner of the supplier and / or assign a
scorer for any scored questionnaires. Generally the owner will be the user inviting the
supplier. If no scorer is selected then all potential scorers in the group will be notified and
permitted to score the supplier.
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Figure 3.5 - Assigning supplier responsibility

Selecting Approvers (optional depending on organisation’s process)

This tab will only show for organisations who have created at least one approval workflow.
Many organisations have more than one stage of approval when assessing a supplier’s
suitability for onboarding and the number or type of approvals may differ depending on
supplier-type. For example, one supplier may be low value and low risk and therefore
suitable for approval by just the Procurement team, whereas other suppliers may need to be
assessed by Procurement, HSE and Finance. This tab determines the approval workflow
that the supplier will go through.

Where tags have been assigned, the approval set may be auto-selected, if not the user will
choose the relevant approval workflow from the drop-down. Once the set is selected,
specific users can be nominated for each host group that is involved in the process. Some
organisations will make this selection mandatory for some or all groups. If no individual is
selected, all potential approvers will be notified at the appropriate time and any will be able
to approve the supplier.

Figure 3.6 - Assigning the approval workflow
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Participants

The final stage of inviting a participant is to complete the ‘Participants’ tab. Here you can add
participants manually one by one or by uploading a list of suppliers. If your process involves
supplier tagging and custom fields then we strongly recommend that you add suppliers
individually in order to ensure that the correct information is applied to them and they are
assigned to the right workflow.

For some organisations with international teams, questionnaires will be available in multiple
languages. In this case, the language in which suppliers will be asked to submit will be
selected on this tab.

Once all supplier information has been added to the relevant tabs, clicking on the ‘Add’
button will send an invitation email to the supplier, asking them to complete your onboarding
process.

Figure 3.7 - Adding a supplier email address

Assessing Supplier Responses
Accessing and updating the Supplier Record

To access a supplier record, go to the Participant Summary page and click on the relevant
supplier’s company name / email address. This will take you to the supplier details page.
Here you will see all information that was selected during the invitation process (custom
fields, tags, approvals), which can be updated as and when required.
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Figure 4.1 - The supplier details page

Scoring a Supplier (optional depending on organisation’s process)

If your organisation’s process includes scoring on one or more questionnaires, scoring is the
first stage of the approval process.

Scorers will be notified by email to let them know that a questionnaire requiring scoring has
been submitted. To score a questionnaire, go to the supplier’s record and open up the
relevant questionnaire via the tabs at the top. All questions requiring scoring will be clearly
shown. Any score that is applied can also include a comment from the scorer.

Please note that follow-up questions cannot be scored, so where relevant, the follow-up
question response should be taken into account when scoring. For example, iif question 1 is
“Do you have a Health and Safety Policy?” with question 2 being “Please upload a copy”,
scoring would be applied to question 1 but would relate to the quality of the document
uploaded in question 2.

Where a question has definitive answers (e.g. yes / no, pick from a list) and there are no
follow-up questions linked to it, responses will be auto-scored and will not require manual
scoring.

Each questionnaire may have a different scorer or may require more than one scorer. The
process will depend entirely on the organisation.

Only once all questionnaires have been scored will the supplier’s status update for them to
move on to the next stage of approval.
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Figure 4.2  - Scoring a supplier

Approving a Supplier (optional depending on organisation’s
process)

The approval set that a supplier will go through is determined at the invitation stage and can
be updated on their Supplier Details page. The approvals required will differ by organisation
and by supplier.

In order to be approved, suppliers should first have submitted their responses which may
then need to be scored. To approve a supplier, Approvers must open up the supplier record,
review their responses on the relevant questionnaire tabs and then go to the Approvals tab.

Each of the approvals that is required for the selected supplier will be shown at the top of the
page. Any approvals that the user is assigned to complete will show the following clickable
buttons: ‘Approve’, ‘Reject’, ‘Hold’, ‘Escalate Approval’.

Figure 4.3 - Approving a supplier

When approving, rejecting or placing a supplier on hold, a pop-up window will appear,
allowing you to make notes on why you have made your decision.
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Figure 4.4 - Confirming the approval decision

If, based on the supplier’s response or score, the Approver is unable to make a decision on
whether or not to approve the supplier, the approval can be escalated to another user who
will then become responsible for it.

Figure 4.5 - Escalating an approval
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Onboarding a Supplier

The final onboarding decision is made on the ‘Decision’ tab. This should only occur after all
scoring and approvals are complete. Generally the supplier owner or onboarding event
owner will complete this stage.

Figure 4.6 - Onboarding a Supplier

Expired and Renewed Documents
Expired / Expiring Documents

As part of your organisation’s onboarding process, suppliers may be asked the date on
which certain documents expire (e.g. insurance certificates). The system will then
automatically notify suppliers in advance of this expiry and require them to upload a new
document. Before a document expires, the supplier’s document status will change to
‘Expiring’ and on the expiry date it will change to ‘Expired’.

Scoring / Approving Renewed Documents

When a supplier uploads a new document, their document status will change to ‘Reapproval
Needed’. The new uploaded document(s) will need to be reviewed and the supplier will then
be taken back through the original approvals steps (if this is for a scored question it will also
need to be rescored).

Figure 5.1 - Document Statuses
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Additional Supplier Record Actions / Features
Allowing a Supplier to Resubmit / Complete Additional Questions

Suppliers can be asked to complete an additional questionnaire at any point throughout the
onboarding process via the questionnaire list on the Decision tab. If you do not see this
option available, it is likely that you do not have permission to edit the supplier record.

Figure 6.1 - Adding a new questionnaire

Once a supplier has submitted their responses, they are no longer able to make changes to
their answers (unless a document expires and they are required to re-upload). To allow them
to make edits to a specific questionnaire, select ‘Allow re-sub’ from the Action drop-down list.

Figure 6.2 - The SIM Dojo onboarding process

Answering on Behalf of a Supplier (Proxy Answering)

On occasion it may be easier for you to update a supplier’s answer than requiring them to do
so themselves. To proxy-answer on behalf of a supplier, go to the Supplier Details tab and
scroll down to the Questionnaires section. Any questionnaires currently with the supplier for
submission will have the option to ‘Proxy answer’.
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Figure 6.3 - Submitting a proxy answer

Once you have submitted the answers on behalf of the supplier, proxy-answered
questionnaires will show a ‘P’ at the top of the page with details of who submitted the
answers.

Figure 6.4 - Proxy answer identifier

Contact List

We recognise that in many cases, more than one individual within the supplier’s organisation
may need to be involved in their submission. The Contact List tab on the supplier record
allows you to add additional supplier contacts. Contacts can be added with ‘Edit’ or ‘View’
access. Emails can be sent to them as a primary recipient or they can be copied (Cc’d) in.

Figure 6.5 - The SIM Dojo onboarding process

Managing your Suppliers
The Dashboard

The Dashboard provides you with an overview of your SIM Dojo event. It is a cascading
waterfall effect showing the status of the suppliers you have invited to your onboarding event
and what stage they are in the process.
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Figure 7.1 - The SIM Dojo Dashboard

Participant Summary

The participant summary tab is where you can check on the status of individual suppliers
you have invited. For more information on our statuses please follow the below link:

https://marketdojo.com/resource/sim-dojo-supplier-statuses-guide/

Figure 7.2 - The Participant Summary
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The filter option allows you to search by suppliers, status, questionnaire and more. A status
report with the supplier details can be exported into Excel by clicking on the ‘Download’
button.

Figure 7.3 - Saved Filters and Downloading Suppliers

Filters on the Participant Summary can be saved for ease and either kept either private or
shared with all users. When using a saved filter, your current view will be shared across the
other supplier management tabs, allowing you to see the Dashboard and Actions tab filtered
by your selections in the Participant Summary

Figure 7.4 - Saved Page Filters

Actions

The participant summary tab is where you can check on the status of individual suppliers
you have invited.

Figure 7.5 - The Actions Tab

Help and Support
We appreciate this guide might not cover every question you might have about how to use
the solution, however fear not, we have a wealth of support resources to hand and you can
rely on us to help every step of the way. To see our resources please visit
www.marketdojo.com/resources/
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You can reach out to our dedicated support team via live chat. When you are logged into
Market Dojo, please click on Help Dojo (bottom right hand corner), Contact Us > Chat to
Market Dojo. Alternatively you can email support@marketdojo.com.

No question is a silly question so please do lean on us for any support you may need.

Figure 8.1 - Help Dojo
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